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Arizona State Personnel System PRE-EMPLOYMENT REFERENCE AND BACKGROUND VERIFICATION FORM
This form shall be used by a hiring agency to check references and verify a candidate's most recent five (5) year work history as listed on the Application for Employment.  This form is divided into the following sections:
1.  Section A - Employment History and Reference Checks
         l If the candidate has worked for their current or most recent employer for five (5) or more years, a five (5) year work history reference/
               verification from the current or most recent employer is sufficient.
         l If the candidate has worked for their current or most recent employer for less than five (5) years, contact the current or most recent
               supervisor, as well as any other previous supervisors for the past five (5) years.
         l For internal employees being considered for a position with the same supervisor, only Section C applies.
2.  Section B - Personnel File Review (if candidate is a current or former State Personnel System employee)
3.  Section C - Degree, License or Certification Verification (if applicable)
 
(See ASPS/HRD-PA3.03, Statewide Pre-employment Reference and Background Check Policy, for additional clarification).  Do not conduct a pre-employment check without a completed and signed Application for Employment from the respective candidate.
 
As a courtesy, confirm that the candidate has checked "Yes" on the application form for the question "If presently employed, may we contact your employer?"  If you have questions related to this form, please contact your agency's Human Resources Office/Representative.
 
Section A (Employment History and Reference Checks) - Employer #1
Were you the immediate supervisor?
If not, please provide your working relationship:
Eligible for Rehire?
If no, why?
Briefly describe the duties and responsibilities the candidate is/was responsible for:
How would you characterize his/her work in general?
What do you believe are the candidate's strengths and/or skills?
What areas of development could the candidate improve upon?
How would you describe the candidate's:
Attendance, punctuality, and reliability
Capacity for discretion/good judgment
Ability to work well with coworkers, subordinates (if applicable), and supervisors/management
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Supervisory responsibility (if applicable)
Were/are there any conduct issues with this individual that caused you concern?  If so, what were/are they? 
Is there any other pertinent performance information about this candidate that we should consider?
Would you rehire the candidate in your organization?
If no, why not?
Employer #2
Eligible for Rehire?
If not, please provide your working relationship:
Were you the immediate supervisor?
If no, why?
Ability to work well with coworkers, subordinates (if applicable), and supervisors/management
Capacity for discretion/good judgment
Attendance, punctuality, and reliability
How would you describe the candidate's:
What areas of development could the candidate improve upon?
What do you believe are the candidate's strengths and/or skills?
How would you characterize his/her work in general?
Briefly describe the duties and responsibilities the candidate is/was responsible for:
Supervisory responsibility (if applicable)
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Is there any other pertinent performance information about this candidate that we should consider?
Were/are there any conduct issues with this individual that caused you concern?  If so, what were/are they? 
If no, why not?
Would you rehire the candidate in your organization?
Employer #3
Eligible for Rehire?
If not, please provide your working relationship:
Were you the immediate supervisor?
If no, why?
What areas of development could the candidate improve upon?
What do you believe are the candidate's strengths and/or skills?
How would you characterize his/her work in general?
Briefly describe the duties and responsibilities the candidate is/was responsible for:
Supervisory responsibility (if applicable)
Ability to work well with coworkers, subordinates (if applicable), and supervisors/management
Capacity for discretion/good judgment
Attendance, punctuality, and reliability
How would you describe the candidate's:
Were/are there any conduct issues with this individual that caused you concern?  If so, what were/are they? 
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If no, why not?
Would you rehire the candidate in your organization?
Is there any other pertinent performance information about this candidate that we should consider?
Section B - (Personnel File Review)
Appraisal Score(s)
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Disciplinary Action(s)/Date
Commendation(s) Date
Section C (Degree, License or Certification) - Note:  Make a copy of this section if more than two institutions/organizations are contacted
Did candidate provide a copy of a degree, license  or certification?
Please list any additional information provided by the school or organization listed above.  If license or certification, is it in good standing?
Pre-Employment Check Completed By:
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Please list any additional information provided by the school or organization listed above.  If license or certification, is it in good standing?
Did candidate provide a copy of a degree, license  or certification?
Additional Comments
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